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I am an organized and goal oriented professional with expertise in human relations and project management.  I have years of experience in training and implementing programs to increase customer satisfaction.  I would describe myself as energetic and creative.  I’m known for thriving in a dynamic, high-pressured environment. I have a passion for creating unique experiences that customers and employees remember for a lifetime.
ACTIVITIES/ACHEIVEMENTS
· University of Wisconsin Stout Bachelor of Science: Hospitality Management
· Professional Convention Management Association

· Colleges Against Cancer

· Youth Volleyball Coach

· Future Business Leaders of America

· Stout Academic Honors Society

· UW Stout Dean’s List

· Community Pillar for Hyatt Regency Milwaukee  

· Certified trainer for Courtyard Refreshing Service

· Certified TIPS trainer
PROFESSIONAL EXPERIENCE

	Front Office Manager/HR Coordinator
	Courtyard by Marriott Denver Cherry Creek – Denver, CO.

	Reporting to General Manager
	October 2011–June 2013


· Responsible for recruiting, orienting, training and supervising staff throughout all departments of the hotel.
· Oversight of all aspects of staff performance, progressive discipline, mediation and staff disputes in accordance to company policy and state and federal laws.
· Revised job descriptions across all departments of the hotel and trained management on interviewing techniques.
· Familiar with all brand specific programs and procedures. Ensure that all employees are knowledgeable in understanding and implementing programs.

· Prepare staff according to business forecast, payroll budget guidelines and productivity requirements. 

	Front Office Manager
	Hyatt Regency Milwaukee - Milwaukee, WI.

	Reporting to General Manager
	July 2011-October 2011


· Researched employee issues with regards to payroll and benefits administration. Reviewed policies, procedures and handbook with employees.
· Conduct employee recognition activities.
· Maximize room revenue and occupancy by reviewing status’ daily. Analyze variance, monitor credit reports and maintain close observation of daily house accounts.
· Monitor guest service scores and implement programs to increase scores where problems exist. 
	Assistant General Manager/HR Coordinator
	Radisson Milwaukee North Shore - Milwaukee, WI.

	Reporting to General Manager
	April 2010-July 2011


· Structured and implemented programs and policies in the areas of training, new employee orientation and disciplinary procedures.
· Created and prepared paperwork for all new hires, tracked attendances, recorded personal and vacation time to ensure all leaves of absences are noted.  
· Audited each employee file to update incomplete and missing paperwork from previous managers. 
· Monitor rate codes, market trends, forecasting and revenue management.

· Respond to all guest requests, complaints and incidents presented in an effective and courteous manner.
	Operations Manager
	Staybridge Suites - Oconomowoc, WI.

	Reporting to General Manager

	August 2009-April 2010


· Leadership in the setting and achieving of strategic and organizational goals.
· Promoted an open-door environment conducive to positive interaction throughout the hotel. These efforts were a driving force behind employee retention in an industry where high turnover is normal.
· Motivated employees to excel in customer service, consistency and promoting customer loyalty. 

· Compile and check daily record sheets, guest accounts, receipts and invoices. 
RELATED COURSES TAKEN
· Lodging Systems

· Hospitality Management Strategies

· Hospitality Marketing and Sales

· Hospitality Professionalism

· Human Resource Management

· Organizational Leadership

· Yield Management 

· Hospitality Organizational Management

· Tourism Goods and Services

· Diversity Management

· Security and Risk Management 

· Employee Relations

